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RECORDS RETENTION AND DISPOSAL SCHEDULE

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

)Schedule No. C 5’7/

Page 1 of 2
Agency Division/Unit
Washington County Finance/Purchasing
Item No Description Retention

1 Purchase orders (yellow copies by vendor) Retain for five (5) years and
-contains but not limited to: purchase order, requisition, until all audit requirements have
request for emergency purchases, correspondence, grant been fulfilled, then destroy.
contracts, brochures

2 Purchase orders ( blue copies by P.O. number) Retain for five (5) years and

until all audit requirements have
been fulfilled, then destroy.

3 Bids received in conjunction with other agencies Retain for five (5) years and
-contains but not limited to: bid award notice, tabulation sheet, | until all audit requirements have
adding machine tapes, correspondence, notification of price been fulfilled, then destroy.
changes, exemptions certifications :

4 Bids issued by Washington Co. purchasing Retain for five (5) years and
-contains but not limited to: invitation to bid list, bid until all audit requirements have
description, change order, notice to proceed, correspondence, | been fulfilled, then destroy.
letter of transmittal, award, proposal, anti-bribery affidavit,
bond

5 Quotations for services, materials, equipment Retain for five (5) years and
-contains but not limited to: quotations sent, request for until all audit requirements have
quotation, adding machine tapes, corrected billings been fulfilled, then destroy.

\
6 Engineering drawings: design/construction drawings for Retain for five (5) years and

various county projects, submitted with bids for
construction/rehab proposals

until all audit requirements have
been fulfilled, then destroy.

Approved. by Department, Agency or Division Representative

Date

Signature ;; ~ \_, . ;’g&m ~

Type Name

Title

June 21, 1999

Date

Joni:L. Bittner

County Clerk

Signature

Schedule Authorized by State Archivist

UL 2 0 1999
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RECORDS RETENTION AND DISPOSAL SCHEDULE
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Item No Description

Retention

7 Telephone work orders

-contains but not limited to: correspondence, copies of
telephone bills, proposals, service requests, work papers,
sales/service agreements

8 AT&T pay phone commissions

-contains but not limited to: commission payment reports,
pink account tickets, correspondence, contracts/modification
revenue account master lists, adding machine tapes,

'| commission agreements, brochures, listing of pay phones

9 Misc. subject files

-contains but not limited to: correspondence, specifications,
contract affidavit, addendums, project information, invitations
to bid, proposal, notice to bidders '

10 Vendor cards: index cards listing vendor name, address,
telephone number, contact person, equipment, services,
material offered

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Screen annually. Destroy
material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
Archives.

Retain until updated or
superseded, then destroy




REVISED RECORD SERIES
SCHEDULE (DGS 550-1)

{NSTRUCTIQNS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENTION

T
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1. DEPARTMENTIAGENCY
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2. DIVISION

(Fnsnee

3. UNIT

DEFINITION . Recards Series - A group of related records normally filod and used as a unit for raferance as

e hzsiti

wall as reteantion and disposition purposes.

4. RECORD SERIES TITLE
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Pureh zse

&/‘J@F’Cﬁ 5. EARLIEST YEAR / LATETEST YEAR
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6. RECORD SERIES DESCRIPTION ( Brefly descrite the types of information/documents/forms found in Ihe Senes  Incluce ihe DU:'D?)SE or functicn of tha Senes)
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7. RECORD SERIES FORMAT(S)

Luter Size Q Micrghlm
O lezgal Size a Ccmputer Tzce
0 Beund Book G Floppy Disk
O Auwco Tagce g Video Tace

a Ctrer (Specily)

8. RECQRD SERIES SEQUENCE

9. VOLUME /
Fie Drawe!(s)

Alpnateticatl a Microfilm Reel ()
;C?e(er face s
G Numerncal :30 ‘tner (Spezily) m
C Chronoleg:cal Number CM/ /47_
QO Ceographtcal 10. ANNUAL ACCUMULATION
G File Orawer (s)
a Cther {Speciv) O Microhlm Reel (s}

0 Comguter Tape!s)
O Qther (Specify)

)éx/J pr-

Nymber

11. FILE IS USED

Q Daty a  Weekly 3 Monthly

12. FILE BECOMES INACTIVE AFTER

a Month(s) a Year(s)

Number

13. CURRENT LOCATJON(S) (Bidg.. Floor. Room) -

Aod Foor~ OFFILE

14. 1S RECORD SERIES OUPLICATED ELSEWHERE? (If yes. specify agency or office)

G Yes S

G Yes o No
por7=File FPN a0 Foor—
15. ACCESS RESTRICTIONS (If yes. cile law(s) & reguiation{s) 16. AUDIT REQUIREMENTS
No G None a Slate a Fegera O Indagendent

17. IS AN INDEX SYSTEM USED? (f yes. exciain cneily and
eone any hargware/soilware) )

‘25

0
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18. RECOMMENDED RETENTION /W/A) r‘ﬁfé@ IS
DA w/&q@” b W//v -
e bces fr/fzlled, +45es Desyrs »

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMEER 21. DATE

£33 35804 Fangeq







INSIRUCTIONS -~ TYPE QR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
PO. BOX 275 . JESSUP. MARYLAND 207%4
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Page /,5 :

of

1. DEPARTMENT/AGENCY

WHst. Co.

2. DIVISION

eyt

3. UNIT

)y oSz s

DEFINITION . Records Serles - A group of related records normaily filed and used as a unit for refarenca as

wall a8 retentfon and disposiion m“s_

§. EARLIEST YEAR / LATETEST YEAR

4. RECORD ?ERIES TTLE Fk/@éZéé ﬁ/ﬁigf—é
[Blye (opiis by PO #)

-

6. RECORD SERIES UESCRIPTION ( Brefly descrit

4

e lyges of infarmation/documentsiforms foungd in the Senes  Inctuce ihe puspose o functicn of the Senes)
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7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. a Fie Orawe!(s)
Ledter Size a AMicreiilm Qa Alcnatetcat a Microfilm Reel (s)
/ O Computer Tace is!
O Lezgal Size a Ccmeputer Tece = Numerncal a Cther (Specily)
0 Erund Book a Floppy Cisk G Chronoleg:cal Number
O Awdo Tage O Video Tace 3 Geograohical 10. ANNUAL ACCUMULATION
a File Drawer (<)
O Qthar (Spec:!y) a Cther (SOEC!fV] G Microfilm Reel {st
~ a Comguter Tage!s)
;’k O Other (Specity)
’ v
e Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
C Daily O Weskiy 3 Monthly a  Month(s) a  Year(s)

Nymber

13. CURRENT LOCATION(S) (Bldg., Floor, Ream)

AN /oo DFFJe e

14. 1S RECORD SERIES OUPLICATED ELSEWHERE? (I yes. specify agency or office)

a Yes g No
15. ACCESS RESTRICTIONS (If yes. cite law(s} & requiation(s) 16. AUDIT REQUIREMENTS
CooYes S No O None a Slate O Fegeral O independent

17. 1S AN INDEX SYSTEM USED? (f yes. axciain gneily and
wmeste any hargware/software) '

‘as

o
5

18. RECOMMENDED RETENTION 5)?”4? S g//pbz)
Copjes.

19. NAME AND TITLE OF PREPARER

Zof

20. TELEPHONE NUMBER

21. DATE
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{NSIRUCTIONS ~ YPE OR PRINT A SEPARATE FORM FOR EACH NEW
RECORDS MANAGEMENT OIVISION
SCHEDULE (DGS 550-1)

ODEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY I
REVISED RECORD SERIES FORWARD WITH RECQOROS RETENTION t
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1. DEPARTMENTIAGENCY 2, DIWSIONW 3. UNIT
%ﬁé (2, =

SN A bssis

DEFINITION - Rocards Serles - A graup of related rocords normally filed and used as a unit for referancae as well as retention and disposiion purpofles.

4. RECORD SERIES TITLE .gfdé S 6/d6 @C///’% S. Ej%lﬁ( ] LATETEST YEAR
Cﬁﬂ\/éfx(/cl//pﬂf %)//‘// Pffcf/‘ /%.5/()(,/&’;5) “

6. RECORD SERIES DESCRIPTION ( Bnelly descrite the lypes of mrormahon/documenlst!orms found in the Series
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7. RECORD SERIES FORMAT(S) 8. RECORD SERIES $EQUENCE 9. VOLUME
R Fie Orawer(s)
Lester Size a Micrehilm Ichaceticat

a
o Microlilm Reel (53
0 Computer Tagce s
a Llegal Size o Computer ‘zce S Numencal a Cther {Specily)
Q Beund Book O Fleppy Cisk G Chronoleg:cal Number
a Auzo Tape G Video Tape ol

Ceoqraohicat 10. ANNUAL ACCUMULATION
. - a File Orawer ()
Cther {Speciy) Microfilm Reet! (s}

o
O Comeuler Tape!s)
% W/ 7 ZA QO Other (Specify)

a Ctrer (Specify)

o Number
11. FILE IS USED ’ 12. FILE BECOMES INACTIVE AFTER
G Daily a  Weekly a  Monthly _ [w] Month(s) o Yesr(s)
Number
13. CURFENT LOCATIPN(S) (Bidg.. Floor, Room} - 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

20l Fopr £ e

a  Yes o No

15. ACCZSS RESTRICTIONS {If yes. cite law(s} % requiation(s) 16. AUDIT REQUIREMENTS

U Yes S No a  None a Slate O Fegeral G Independent

17. 1S AN INDEX SYSTEM USED? (f yes. excian crefly and 18. RECOMMENDED RETENTION

Gience any hargware/soitware)
7772 FS5 P D

‘25
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19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

0038 $80.4 Tepseq 1193/




NSTRUGTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW OEPARTMENT OF GENERAL SERVICES . AGENCY RECORDS INVENJORY
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OEFINITION - Records Setles - A group of rolated recards normally filed and used 23 a unit f&r raference as well as retention and dlsposldon purposes,

4. RECORD SERIES TITLE g} ’! 5 . 5. EARLIEST YEAR / LATETEST YEAR

)

6. RECORD SERIES DESCRIPTION ( Briefly descrite the lypes of informabiorvdocuments/forms found in the Senes Incluce ine ou.pose r (uncncn of the Sgries:
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7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
Q File Drawer(s)
Leter Size a AMicreiilm a Alpnatelica Qa Mic:olilm Reel (51
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et /PM’”)(}Q{ 3 Number

11, FILE IS USED ' 12. FILE BECOMES INACTIVE AFTER

g Daily O Weekly 3 Monthly _ 0 Month(s} o Year(s)
Number
13. CURPENT LOCATJON(S) (Bidg.. Floor, Room} 14. IS RECORD SERIES OUPLICATED ELSEWHERE? (If yes. spezify agency or office)

ZA/ F, 7ol Z, F %& g Yes o No
Voteo=tY a2 A

15. ACCESS RESTRICTIONS (If yes. cite law(s} 5 regquiation(s) 16. AUDIT REQUIREMENTS

o Yes o No O None a  Slate O Fegeral C Independent

17. 1S AN INDEX SYSTEM USED? (I yes. exciain cnefly and 18. RECOMMENDED RETENTION

Lwte any hargware/soitware) | 5”}77@ #& }e p"

‘25

0
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19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
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INSTRUGTIONS -- TYPE QR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEOWLE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PQ 80X 275 . JESSUP. MARYLAND 20794

AGENCY RECORDS |NF
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1. DEPARTMENT/AGENCY

W/r/i’)%‘, Lo

I d

2. DIVISION~4

v

3. UNIT

7~ 14//’4%4225//?“4

DEFINITION - Rocords Serles - A group of rélnted records normally filad and used as a unit for, reference as

wall as ratention and disposiion purposes.

4. RECORD SERIES TITLE 7‘@’/6 PAV/(?& l()pr'/{ p/d@f:s

§. EARLIEST YEAR / LATETEST YEAR
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CopTzins, b7 I
Copjes o Te/je
Seriice Regues)s )
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6. RECORD SERIES DESCRIPTION { Buefly descrite the types of information/documents/forms found in the Senes  Inctuce ihe Du:o/ose or funchien of the Senes)
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7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

3. VOLUME /
ile Qrawe!(s)

Number

w~ter Size a Micreliim Q Alpnateticat a Microfdm Reet (s)
/ G Computer Tace st
QO Legal Size a Ccemputer Tace =~umencal { O Cther (Speacily)
0 8sund Baok a Floppy Cisk C Chronolcg:cal Number CM, FZ 7
O Aucio Tape O Video Tace 3 Geographicai 10. ANNUAL ACCUMULATION
a File Orawer {s)
O Cther {Specily) a Cther (Soeciiv) a Microfilm Ree! (s}
. a Comgutet Tace!s)
&ﬁ '6 O Other (Spaciy)
e Number
11, FILE IS USED 12, FILE BECOMES INACTIVE AFTER
g Daly O Weskly a  Monthly o Month(s) o Year(s)

13. CURRENT LOCATIQN(S) (Bldg., Floor, Rcom)

N Irer 2 e

14,

IS RECORD SERIES DUPLICATED ELSEWHERE? ({If yes. specily agency or office)

g Yes G No
15. ACCEZSS RESTRICTIONS (If yes. cite law(s) & requiation(s) 16. AUDIT REQUIREMENTS
v fes S WNo G None a  State O Fegeral 0 Independent

17. IS AN INDEX SYSTEM USED? (f yes, exciain cneilly and
anipe any hargware/soitware) ’

‘a8

8}
)

18. RECOMMENOED RETENTION

19. NANE AND TITLE OF PREPAR

297

Fulfilled, then destroy.

20. Tt

LGS $50.4 Jepsed 1/

Retain for three (3) Years and until
all Audit Requirements have been




INSTRUCTIQNS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARQ WITH RECOR0DS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PQ BOX 275 - JESSUP. MARYLAND 20734

AGENCY RECORDS INVENICRY

Page é . of

1. OEPARTMENT/AGENCY

Wgﬁ//, (o

3. UNIT

70 LL/"&A%/ >

OEFINITION - Racords Serles - A group of related tecords narmally filod and used 33 2 unit for fefarence as

wall as retention and disposition %)o"s

4. RECORD SERIES TITLE M }éﬁ, (5’”4 ,,‘/fé‘]—' 67%

5. EARLIEST YEAR / LATETEST YEAR

Vi2.2-3

InviTZT TS Te

Bidderss 7

6. RECORD SERIES DESCRIPTION ( Bnefly descnite the types of information/documents/forms found in the Series

Inctude

d
ihe pu.'pose or functicn of the Senes)
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7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

9. VOLUME /
Fie Drawe!(s)

Number

~ter Size O \icreiilm lcnacenical O Miwcrofidm Resl (s)
Q Computer Tage is:
Q Llegal Size a Computer “ece S Numerncat 8 a Cther (Spezily)
O B-und Book G Flogpy Disk C© Chronoleg:cat Number ‘ ,H, F!;,
G Auwdo Tage a Video Tace 3 Geograhicat 10. ANNUAL ACCUMULATION
a File Orawer (g}
Q Ctter (Specify) a Clher (Soeciiv) O Microlilm Ree! (s}
a Comcuter Tape!s)
; O Other (Speciy)
Swb Ve
e Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily g Weekly 3 Monthly o] Manth(s) o Year(s)

13. CURPENT Lac

Fwd

TION(S) (Bldg.. Floor, Roam)

[ orr— OFf e

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specily agency or office)

o Yes o No
15, ACCESS RESTRICTIONS (if yes. cile law(s) % requiation(s) 16. AUDIT REQUIREMENTS
o fes 3 No O None a Slate O Fegeral O Independent

17. IS AH INDEX SYSTEM USED? (if yes. exgiain Sriefly ang
wmospe any hargware/software) ’

‘as

0
s

18. RECOMMENDED RETENTION

Use Ferieri/ feleer o

20. TELEPHONE NUMBER

19. NAME AND TITLE OF PREPARE?:

21. DATE

v
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>,




SwbNez7s //Va/b/Za?a/ <
122, /él‘*’ 70/2’372 - ,Cé ) MF)S - W=/
25 — My il Ew2re = CorsTread]s —
]Op T2l /e Prlorves — L o0 D/Sizoe e

Ser—r/c-e




NSIRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS IMVENTCRY
REVISED RECORD SERIES FORWARO WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEOQULE (OGS §50-1)

7275 WATERLOG ROAD 7—
PO 80X 275 - JESSUP. MARYLAND 20794 Page : of

1. DEPARTMENTIAGENCY 2, DIVISION : 3. UNIT

Lzsy, Co. Py oe vtz

DEFINITION - Records Series - A group of related records narmally filed and used 23 2 unit for reference as well as roté.nUon and dispositfonfpurposes.

4. RECORD SERIES TITLE %7’;7’ PW’}O%A)e 5. ;:Russr YEAR | LATETEST YEAR
Corr ) Sss/o4ls G

6. RECORD SERIES DESCRIPTION ( Brielly descrice the lypes of in{or.mallonldocumeﬂlsﬂorms found in the Sertes Incluce ihe pu.'p?;se or functien of m.e Senes)
ﬁp/(/]?/ﬂé 3 é[%/ A7 Z//M / 7ed /2 7 CoMIHIES/ DA
}DW Me/u‘f'ﬁ)eppr?é/f LI AT, Jiepsels -

—"

Revenwe /7ol MESTS 4ISTS ; e, .
M j0e TSPES « CoMmiss/oao /7or e/ GRS -

: A .
CD I~ r&s )09/00/ epe e Lol FZ¢73//L/?YJ//F/CZ’/75

/ ) /
BFrzr Ap//’c?é - AIS///J; 2~ /647 Y orrocs /0*’<3>
4 : 4 -
7. RECORO SERIES FPRMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME Vms)

&/J&ze a Mrehilm Qa Alpnaceticai O Microfiim Resl (s)

/ a Computer Tace st
a Legal Size Qg Zcomputer Tece S~ fUmencal / O Ctner (Spesily)

0O B2und Book T Floppy Qisk o Chrionoleg:cal Number C[/f, / /‘;
Q Aucio Tape o Video Tace 3 Geograohical 10. ANNUAL ACCUMULATION

. O File Orawer {5}
a Ctrer (Specify) a Cther (Speciv) a Microfilm Reat (s}

Q Comguter Tacels)

.‘D 27—_&: 792/1 O Olher (Speciy)

e Number
11, FILE IS USED . 12. FILE BECOMES INACTIVE AFTER
o Daily O  Weekly a  Menthly O Month(s) o Year(s)
Number
13. CURRENT LGCATION(S) (Bidg., Floor. Room} N 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specify agency or alfice}

AN Floor 25572

g Yes a No

15. ACCESS RESTRICTIONS (if yes. cile lawis} § requiation(s) 16. AUDIT REQUIREMENTS

L Yes S No g None a State O Fegeral 0 independent

17. IS AN INDEX SYSTEM USED? (f yes. exciain cneily ana 18. RECOMMENDED RETENTION
wnte any hatgweare/software) '

‘as C e

19. NAME AND TITLE OF PREPARER i 20. TELEPHONE NUMBER 21. DATE
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INSIRUGTIQNS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FQRWARD WITH RECQORDS RETENTION
SCHEOWULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENJORY

7275 WATERLOO ROAD

p

W/%ﬁ// Lo,

PO BOX 275 - JESSUP. MARYLAND 20794 Page of
1. DEPARTMENTIAGENCY 2. DIWSION)‘;WW 3. UNIT

PR //1/7

CEFINITION - Racords Serlas - A group of related records normally filod and used as 2 unit for rafarence as

(4
wall as retention and disposition purposas.

4. RECORD SERIES TITLE //6/‘]4[9 r C‘zds

5. EARLIEST YEAR / LATETEST YEAR

/7T e

Jd ress

%/m pme/u/

6. RECORD SERIES DESCRIPTION ( Bnefly descrite the types of information/documentsiforms found in Lhe Series

Ividex czrd s 4/67/7/
}a/ep s e /i)z?, CDW—CL/

Inctude the pu.oose or funclicn of the Sernes)

V2% p/"/‘/ZW'f’j

7, Serrrees, /We?‘ S oiols e

e/”o”p/tﬁ*

7. RECORD SERIES FORMAT(S)

O Leter Size a Miereiim

0 tegal Size a Ccmputer “zce

0 B-und Book a Floppy Disk

o Video Tace
w de, p

Q Audg Tage

eﬁﬁ (Specily)

8. RECORD SERIES SEQUENCE

Vﬁ\pnac{

S Numernical

9. VOLUME

Fie Drawe!(s)
Microfilm Real (53
Camputer I‘a:o is!
Cther (Specify

0O0oo

/

© Cheonolegical

Number c'b(, / 7’

10. ANNUAL ACCUMULATION
a Fie Orawer (s)
T Microfilm Rest! {s}
O Comcuter Tape!s)
O Other (Spacily)

a Geograchicat

g Cther (Specty)

Verdpr—

Number

11. FILE IS USED

Q Daily g  Weekly a  Monthly

12. FILE BECOMES INACTIVE AFTER

0O Month(s) o Year(s)

Number

13. CURPENT LOCAT(ON(S) (Bldg.. Floar, Roam)

Floor= FFce

14. 1S RECORD SERIES OUPLICATED ELSEWHERE? (If yes. specy agency or office)

a  Yes o No
15, ACCESS RESTRICTIONS (If yes. cite law(s) % requiation(s) 16. AUOIT REQUIREMENTS
L Yes S No a None o State O Fegeral O Independent

17. IS AK INDEX SYSTEM USED? yl yes. excian cneily ang
wvsbe any hargware/soitware) ’

‘23

0
&

RECOMMENDED RETENTION

M P ]S sedad
p/‘“ %/2471‘ . 4 ot

%Agx)@ =YV 57

OF PREPA

19. NAME AND TIILE

20. TELEPHONE NUMBER 21,

DATE

€3 $30.4 7-v_|sedl/l")/
3.




INSTRUGIIQNS -- TYPE QR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARQ WITH RECOROS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
72715 WATERLOO ROAD

AGENCY RECORDS INVENJORY

Page ﬁ?

PO BOX 275 . JESSUP. MARYLAND 20794 of
1. DEPARTMENTIAGENCY 2 mwsmnﬁ)WA@e 3. UNIT
- _'.
Wirst. Co. frzhmsinee

DEFINITION - Records Serles - A group of related records nermaily filed and used as a unit for reference as

well as retention and disposiion purposes.

4. RECORD SERIES TITLE &[lﬁﬁ/’_’ﬁ;ﬁs

5. EARLIEST YEAR / LATETEST YEAR

/

Q

6. RECORD SERIES DESCRIPTION { Buelly descrite the tyges of information/documentsiforms found in the Series  Include ihe puipose or funclien of the Senes
AQ W] 2]} A5 ﬁ; s 7 /74975’72/6/*
E’gm przeof - ] o
CD/OW//QS , bicT IS 5T AM/’/?EQ/’/—;? LLr BTZ oK<
SERT - feglrosT for W] Zlpe: %JZ/'()?
Mige )—}//ye Z /Qfé/‘ Corresi=d 46/////éf6/ /@ L= /\\)

7. RECORD SERIES FORMAT(S)

@’\(f&ze

O Legal Size

Q Micreilm

0 Compuler Tzce

8. RECORD SERIES SEQUENCE

a Alchatetica

z’m

GMfawe!(S)

9. VOLUME
a Mwcrolilm Reel (s)

% O Comguter Tace |s:

Z O Ciner (Spezily)
v (4 D

Nymber

Q Bcund Book a Fleppy Qisk G Chronoleg:cal

O Auzo Tape O Video Tage 3 Geograghicai 10. ANNUAL ACCUMULATION
a File Orawer ()

O Otter (Specify) Q Clher (Speciv) O Microlilm Ree! (s}
O Comcuter Tape!s)

&/I{W/‘ O Olher {Specify)
040 A,
- Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daly O  Weekly J  Monthly a  Manth(s) o Years)

13. CURRENT LOC?ON(S) (Bidg.. Floar, Room)

i% o~ F g e

—

4. 1S RECORD SERIES OUPLICATED ELSEWHERE?

(If yes. spezify agency or office)

O Yes C No
A4 %
15. ACCESS RESTRICTIONS (If yes. cile law(s) % requialion(s} 16. AUDIT REQUIREMENTS
o Yes 3 No O None g State a Fegeral O Independent

17. IS AN INDEX SYSTEM USED? f yes. excian cneily ang
wsnpe any hargware/software) )

‘a5 S

-
bad

RECOMMENDED RETENTION

St s 2D

19. NAME AND TITLE OF PREPARE

ZZ P

. TELEPHONE NUMBER

21. DATE

0633 3504 Fesseq 193},
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INSTRUGIQNS -- TYPE OR PRINT A SEZVRATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARE WITH RECORQOS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAQD
PO BOX 275 . JESSUP. MARYLAND 20724

AGENCY RECORDS INVENTORY

Page ?

ot

1. DEPARTMENT/AGENCY

Lo

2. DIVISION F}/V%MC@

i -*
-
< .
- r

. UNIT

By s st

DEFINITION - Racords Saries - A group of related records normally filed and used 23 a unit for referanca as

well as retention and disposition furposes.

4. RECORD SERIES TITLE E'/(]7//L7C&//7/£/7 D/ZUO//“)/‘\S

5. EARLIEST YEAR / LATETEST YEAR

T0

WITH Bids
‘fl”ﬂpﬁé 2LS.

6. RECORD SERIES DESCRIPTION ( Buefly descrte the types of xnrormalior\ldocumemsﬂorms found in the Sertes

Inctude

D%’7U/C’P/‘)~5/ F2E7 7o r0 cD/_Zbr)//d -
Various Co wffﬁ? LYo fs.
/KD’f“ﬂzM)é//‘Va;/pA)/ﬁeééé

ihe ou.pose or functicn of the Senes)

= r—
5L/é/‘7/7—’éd/

Number

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
- O File Qrawer(s)
Q Lletar Size a Micreidm a Alpnatetical a Microfilm Reel (s1
: Z’gywer face is:
O Legal Size a Ccmputer Tzce S Numencal Mther (Specify)
QO 8<und Book O Ficppy Qisk G Chronoleg:cal Mymber a%l /"’Z,
0 Audo Tace C Video Tage 3 Geograohica) 10. ANNUAL ACCUMULATION
. - a File Diawer (s}
p,g@ {Specily) E /V Z sl Za@/ g @4@ (Soeciiv) O Microfilm Ree! (s}
O Comcuter Tape!s)
O Other (Specity)
\57 Tro x/écﬁ""
PRecl Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daly O Weekly Q Monthly O Month{s) O Year(s)

//P%

13. CURRENT LOCATION(S) (Bidg.. Flaor, Roam) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
2104 Floor ofFFrce. o ves o No
15. ACCESS RESTRICTIONS (If yes. cite law(s} % reguiation(s) 16. AUDIT REQUIREMENTS
G es 3 No O None a Slate O Fegera O Independent
17. IS AN (NDEX SYSTEM USED? I yes. exciain criefly ana 18. RECOMMENDED RETENTION
wmsrte any hargwarelsoitware) ’
T ‘as S Mo
19. NAME AND TITLE QF PREPARER 20. TELEPHONE NUMBER 21. DATE

$20.4 Fepseq 11031/
Ze,




